Subject: Clarification

1. “Full Proposals must contain all services necessary for the delivery of final product?”
· By “Full Proposals” do you mean “Developing the design of the overall visual presentation of the programme results; Developing communications approach before and after the conference/meeting, aiming at making people interested in the meeting/conference before and encourage them to action afterwards: “
· The “Full Proposal” consists of two parts: Technical and Financial proposal (in two separated envelopes). Technical proposal includes information/description of all tasks described in the ToRs:
· Developing the design of the overall visual presentation of the programme results;

· Developing communications approach before and after the conference/meeting, aiming at making people interested in the meeting/conference before and encourage them to action afterwards: 

· Organizing and delivering presentations in the venue of the Expert Meeting (separate space/showroom will be arranged for the visual presentations; exact place/hotel will be known after the procurement procedure is finalized and will be communicated with the selected company).
2.  “Organizing and delivering presentations in the venue of the Expert Meeting (separate space/showroom will be arranged for the visual presentations; exact place/hotel will be known after the procurement procedure is finalized and will be communicated with the selected company).”

· Would you be so kind to clarify “Organizing and delivering presentations”. Is it our task also to make your presentations that you want to present to attendees?
· Visual presentations, in this contexts, relates to the main task, i.e. organizing and delivering everything as mentioned above:
i. Developing the design of the overall visual presentation of the programme results;
ii. Developing communications approach before and after the conference/meeting, aiming at making people interested in the meeting/conference before and encourage them to action afterwards: 

iii. Organizing and delivering presentations in the venue of the Expert Meeting (separate space/showroom will be arranged for the visual presentations; exact place/hotel will be known after the procurement procedure is finalized and will be communicated with the selected company).
· This does not have anything with the presentations at the very conference/meeting. Those presentations will be prepared by speakers/country’s representatives, based on our inputs. 
3. UNDP shall effect payments to the Contractor after acceptance by UNDP of the invoices submitted by the contractor, upon achievement of the corresponding milestones.

· Payment procedure considers paying our services after conference? There will be no advance payment?
· This is the subject of negotiations with the company selected. Usually, milestones are agreed with the selected company and the installments are stated in the contract accordingly. If the first milestone is demanding and requires advance preparation, the first installment can be transferred upon signing the contract. 
4. “Litigation and Arbitration”
· As we understand for the Proposal submission we need to submit confirmation of the court that our Agency is/was not in any dispute?
· Litigation and Arbitration history refer to any resolved or unresolved disputes that your company may have had in past and whether they have been successfully resolved. Confirmation that your Agency was/is not in any dispute would be welcomed.
5.  “Extent to which any work would be subcontracted (subcontracting carries additional risks which may affect project implementation, but properly done it offers a chance to access specialised skills.” 
· What it should be stated? Who are our subcontractors, what is their task, the percentage in which they are represented ...
· You should state if you would subcontract some company for particular task, e.g. printing of all the materials, or e.g. design of the whole event will be given to someone else and you will do the organizational part etc. The point is that you are capable of performing the biggest part of the requested task or that you can provide quality guarantees for the subcontractors, as the lead contractor.  
6. Quality assurance procedures

· Does this mean the inventory of technical equipment and the responsible person?
· Yes, this includes quality of technical equipment, quality of materials used to produce final product, CV of responsible person that will be in charge of the project (and any other planned and systematic production processes that provide confidence in a product's suitability for its intended purpose).
7.  “Subcontractor”
· Who is meant as a Subcontractor? E.g. Is our print house one of these subcontractors? 
· The Subcontractor is any company that you engage to help you in producing the final product. It is agency/company which is completely different from your company. If it is just a branch of your agency, it is not Subcontractor. 
8. We would like to know official language of the conference – on witch language our product shall be? 
· All materials/products produced by you should be in English.    Official language of the conference will be English. However, the translation on local languages will be provided during the conference. 
9. Solutions should be presented in PowerPoint presentation? The other documents in Word format?
· If you think on the way to present your solutions to the evaluation committee, there are no strict rules for this. You can use any format that suits you best, in order to present your idea to us in the most effective way.  
This refers to the creative solution for the conference, but also to presenting your previous work and experience. 
10. Is it necessary our agency’s attendance during the same Meeting? 
· Yes, your representatives should be there prior (in the preparation phase, i.e. setting the showroom), as well as during the Meeting. Part of your assignment is to be present at the Meeting in order to secure that everything related to your assignment goes smoothly.
11. And the most important question: In paragraph Scope of work it’s mentioned what are the contracting agency’s tasks are:
· Developing the design of the overall visual presentation of the programme results – we do not understand if our task is to make a brand of this event. E.g. to give a name or slogan, make a logo of this meeting… Or we just have to make a creative solution for this visual presentation / showroom
· We have the logo of the programme and it should be promoted/used for this purpose. We also have the programme slogan, but we are open for your suggestions (creating slogan for this event).
The whole event should have powerful message and should encourage people to action. Therefore, it should include more than creative solution for the showroom, but that should be the core of the task.  
· Developing communication approach before and after the meeting, aiming…. Does it mean that we have to provide also design and copies for invitation cards, direct e-mails before and after the conference, make copy also for further newsletter etc.
· Yes, if it is planned as part of the whole “package”/creative solution, you can include all mentioned activities. 
Invitation letters for the conference will be sent officially by our office, but help in designing them is welcomed. In addition, we would share with the selected company the contacts/e-mail addresses of the participants, so that the contractor can contact them prior and after the meeting (if planned).  
